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POSITION DESCRIPTION

TITLE:  					HOT Spot Coordinator

PERFORMANCE PROFILE SOURCE:  	Part-Time / Non-Exempt

DEPARTMENT:  				Programs

REPORTS TO:				Technology Director / Extension or Club Director

 BENEFITS:					N/A

PRIMARY FUNCTION:
Plans, implements, supervises and evaluates activities provided within the program area: Technology. Specifically, implementation of the HOT Spot grant provided through Dell YouthConnect.

KEY ROLES (Essential Job Responsibilities):
Prepare Youth for Success
1.  Create an environment that facilitates the achievement of Youth Development Outcomes:
· Promote and stimulate program participation
· Provide guidance and role modeling to members
· Provide a well maintained, safe, functional HOT Spot Lab for members to utilize

Program Development and Implementation
2.  Effectively implement and administer all grant driven programs:
· Curriculum development for all Technology based programs for assigned club
· Implementation of all programs as mandated by grant
· Maintain a constant web presence with fresh member created content monthly
· Assist club staff with all interactions with lab equipment
· Assist club staff with project completion as mandated by grant

3.  Monitoring and evaluation of programs, services and activities to ensure grant compliance, quality in programs and appearance of the club at all times.
· Collect required metric data for periodic reporting
· Meet required project completion goals at regular intervals
· Facilitate member project entry to all required festivals
· Maintain an active inventory of all lab equipment

Supervision
4. Ensure a productive and safe environment for members
· Follow guidelines of discipline as directed by club director
· Maintain a presence in area of responsibility every moment members are present
· Follow all existing protocols in reporting of incidents and accidents as outlined by club director
· Participate in all staff meetings as required by club director



ADDITIONAL RESPONSIBILITIES:
1.  May participate in field trips and/or special events
2.  May be required to attend trainings and off schedule meetings
3.  May be required to do light cleaning in clubs.

RELATIONSHIPS:
Internal:  Maintain close daily contact with club director, club staff (professional and volunteer), club members, and supervisor to receive/provide information, discuss issues, explain guidelines/instructions; instruct; and advise/counsel

External:  Maintains contact with external community groups, schools, members’ parents and others to assist in resolving problems. Develop relationships with appropriate companies or entities that help to facilitate completion of program goals.

SKILLS / KNOWLEDGE REQUIRED:
· High School Diploma or GED
· Related Technology experience
· Ability to motivate youth and manage behavioral problems
· Ability to deal with the general public
· Ability to organize and supervise members in a safe environment
· Mandatory CPR and First Aid Certificates
· Valid State Driver’s License

PHYSICAL REQUIREMENTS / WORK ENVIRONMENT:
 Must be able to work and interact with youth.   Must be able to pick up games, trash, and other items from the floor.  Must be able to mop and sweep occasionally. 

DISCLAIMER:
The information presented indicates the general nature and level of work expected of employees in this classification.  It is not designed to contain, not to be interpreted as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives required of employees assigned to this job.

Signed by:  _____________________________________________________________
				Incumbent					Date

Approved by:  ___________________________________________________________
				Supervisor					Date

Reviewed by:  ___________________________________________________________
				Chief Professional Officer			Date
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Daniel Anstee @ 512.762.2206 or danstee@bgctx.org
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